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SUPPLIER REPRESENTATIVE POLICY

SUMMARY AND AIM

The aim of this policy is to facilitate a fair
and professional relationship between
ANHSFT, its incumbent, and prospective,
supplier representatives.

This policy covers all suppliers of goods,
services, works and healthcare services to
the Trust and interacting staff.

KEY REQUIREMENTS

TARGET AUDIENCE

This Policy applies to all staff within the
Trust and AGH Solutions interacting with
supplier representatives and supplier
representatives visiting staff within the
Trust premises.

TRAINING REQUIREMENTS
There is no specification training required
for this procedure.

Training requirements for specific
consumables and devices being trialled are
out of the scope of this document.

EVIDENCE OF IMPLEMENTATION

This will be publicised onto AireShare and
shared through other communication
forums/groups for all colleagues within the
Trust.

Copies to suppliers/sales representatives
will be available on the Trust/AGH
Solutions website and upon
request/interaction with staff.

Supplier representatives make advance
appointments with staff they wish to speak with.

Supplier representatives are not to tour the
hospital or cold call staff working at the Trust.

Samples are not left on clinical areas without
Procurement input and confirmation of
appropriate indemnity.

Trial and evaluations are not agreed to without
Procurement input.

Indemnity forms must be completed and signed
by Procurement prior to trial equipment being
dispatched to site.

Training requirements are to be discussed and
arranged prior to a trial and evaluation.

Negotiation of commercials
consumables/devices are the responsibility of
the Procurement Department.

Page 1 of 10




DOCUMENT CONTROL

Author: 01535 294515

Document Rachael Wakeford

Rachael.wakeford@nhs.net

Author Job Title: | Lead Nurse for Procurement

Executive Oliver Golledge

Director / Assistant Director of Procurement and Sustainability
Procedural

Document

Owner:

Equality Impact | 23/04/2025 Version No: 1
Assessment

Date: Status: Approved
Publication 14/08/2025 Review Date: 14/08/2028
Date:

APPROVAL INFORMATION:

Assurance Procurement Date Approved: | 17/04/2025
Group: Advisory Group

Ratification PRG Date Approved: | 14/08/2025
Group:

Approved documents relating to this policy

Document name

Document reference / hyperlink

Standards of Business Conduct for
NHS Staff

Bribery, Corruption and Counter-
Fraud Policy

Conflicts of Interest Policy

Gifts, Hospitality and Sponsorship
Policy

Declaration of Interests

Joint Procurement Policy

Medical Devices Policy

Control of Contractors Policy

Contractors’ Rules

Freedom to Speak Up and
Whistleblowing Policy.

All relevant policies can be found on the
Trusts website.

Statement of changes made from version

Version | Date Section and description

Page 2 of 10




List of stakeholders who have been asked to review this document

Name Title Date

Oliver Golledge Assistant Director of Procurement 10/04/2025
and Sustainability

Nosheen Bashir Operational Head of Procurement 10/04/2025

Rosanne Buffrey Senior Contracts Manager 11/04/2025

Please note that the version of this document within AireShare is the
only version that is maintained. Any printed copies should therefore be
viewed as “uncontrolled” and as such, may not necessarily contain the latest
updates and amendments. If printed, this Policy is valid on the day of
printing only. Please ensure that you check AireShare to ensure you are

using the current version.

Page 3 of 10




TABLE OF CONTENTS

CONTENTS
1 INTRODUGCTION. ... 5
2 PURPOSE ... 5
3 SCOPE . e 5
4 GENERAL GUIDANCE FOR STAFF AND SUPPLIERS/SALES
REPRESENTATIVES . ... 5
5 ACTIVE PROCUREMENT PROCESS ... 7
6. LEGAL FRAMEWORK AND NATIONAL GUIDANCE ..........cccoiiiiiieee e 7
7. PURCHASE ORDER AND CONTRACTS .....ccoiiiiiiiiieee e 7
8 SAMPLES ... 8
9. TRIALS AND EVALUATIONS ... 8
10. TRAINING AND SUPPORT ..ottt 9
11. PROCESS FOR MONITORING COMPLIANCE.........ccooiiiiiiiiiiiiieeeeee e 9
12. DUTIES (ROLES AND RESPONSIBILITIES).....ccociiiiiiieiiieeeeeeee e 10

Page 4 of 10



1. INTRODUCTION

Airedale NHS Foundation Trust (ANHSFT) and its subsidiaries recognise the
importance of suppliers and manufacturers roles in the procuring goods,
services and equipment. This policy provides colleagues and supplier
representatives with guidance on how to conduct themselves when interacting
across Airedale NHS Foundation Trusts sites.

2. PURPOSE

2.1 The purpose of this policy is to provide guidance to staff on how to
appropriately interact with supplier representatives.

2.2  The purpose of this policy is to provide guidance to sales
representatives on appropriate code of conduct when interacting with staff
and across site(s).

2.3 The policy is designed to foster and maintain a professional
relationship between Airedale NHS Foundation Trust, AGH Solutions Limited,
Integrated Pathology Solutions LLP and Integrated Laboratory Solutions LLP,
known as the ‘Airedale Group’ within this policy, and prospective, new and
incumbent supplier representatives.

3. SCOPE

3.1 This document applies to all employees of the Airedale Group and any
staff who are seconded to the Airedale Group entities, contracted, agency
staff and any other individuals.

3.2  This policy also applies to members of the Board and its Committees.

3.3 The policy applies to all supplier representatives who visit the Trust.

4. GENERAL GUIDANCE FOR STAFF AND SUPPLIERS/SALES
REPRESENTATIVES

4.1 To reduce disruption to the Trust, all supplier representatives must
make an appointment in advance with the staff member they wish to see.
These appointments should be arranged to be held during normal working
hours (08:30 — 16:30, Monday to Friday) unless agreed by staff.

Making appointments on arrival, also known as cold calling, is NOT permitted.
Any representative found to be cold calling will be asked to leave the
premises.

The purpose of any meeting between staff and supplier representatives
should be identified at the point when the appointment was made.
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Supplier representatives should not tour the hospital looking for staff.

Supplier representatives should always be accompanied by a member of
staff.

Supplier representatives are to be respectful and mindful of the clinical
commitments and environment that clinical staff are working in and not press
for an appointment.

Staff reserve the right to refuse to meet those who do not have an
appointment.

4.2  Supplier representatives visiting the Operating Theatres should book
their visit via SE3CURE Intellicentrics.

4.3  All supplier representatives must always wear a company identification
badge whilst on Trust premises. If representatives do not have an
identification badge, Security are to be informed, and the supplier
representative should be accompanied whilst onsite.

If the representative is due to be on site for several weeks, then the colleague
organising this should get a contractor’s ID badge issued with the individual’s
photo and name on it.

Before the representative is handed their ID badge, they should be informed
of the ID badge rules i.e. not to let anyone tailgate behind them and not give
anyone else their badge as they are responsible for it.

4.4  Whilst visiting clinical areas, all representatives agree to conduct and
present themselves in accordance with local infection prevention guidance.
When attending clinical areas, this includes:

Bare below the elbows.

Clip-on badges are to be worn in the clinical areas and not lanyards.

e Nail varnish, false and acrylic nails, nail extensions or nail
jewellery/gems are not permitted on fingers when role involves
attendance in clinical areas.

e Hair below the collar should be tied back.

e Personal protective equipment, as required.

4.5  All supplier representatives will conduct themselves in a business-like
manner at all times and be mindful of the Health and Safety at Work Act.

4.6 Leaflets produced by suppliers must not be distributed or displayed in
clinical areas unless approved by the ward or department Senior Nurse/Ward
Manager. No posters are permitted unless laminated and be placed upon a
designated notice board only.
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4.7  The Airedale Group will not be liable for any supplier property
mistakenly left on the premise(s) or property that has been left without
adherence to this policy.

PROCUREMENT GUIDANCE

5. ACTIVE PROCUREMENT PROCESS

5.1 Trust staff and supplier representatives should exercise extreme
caution when meeting or visiting whilst an active procurement process is
underway for the particular goods or services being discussed or promoted.
Inappropriate, or seen to be inappropriate, discussions could jeopardise the
fairness of the procurement process and potentially result in increased risk
and perceived bias.

Please seek advice from the Procurement Department, if required.

5.2  Trust and supplier representatives should be aware of requirements of
the Bribery Act 2010 which creates two general offences covering the offering,
promising or giving of an advantage, requesting, agreeing to receive and/or
acceptance of an advantage.

6. LEGAL FRAMEWORK AND NATIONAL GUIDANCE

6.1  All goods and/or services (donated or otherwise) offered to the Trust
will be procured against the standard NHS Terms and Conditions for the
Supply of Goods and the Provision of Services (Purchase Order Version)
February 2025.

6.2  All staff involved in the process of engaging with suppliers should be
aware and familiar with the Standards of Business Conduct Policy.

6.3 Commercial negotiations must only be conducted by the Procurement
Department.

7. PURCHASE ORDER AND CONTRACTS

7.1 No commercial agreements may be entered into unless it has been
approved by the Procurement Department (excluding Pharmacy items) and
signed by a Trust/AGH Solutions authorised signature as outlined in the
‘Scheme of Delegation’.

7.2  Commitment to purchase goods and services is only entered into by
the raising of an official Purchase Order number.

Supplier/sales representatives must not accept any instruction to
deliver/provide goods or services unless a purchase order is issued. AGH
Solutions/the Trust will not be contractually liable for goods and/or services
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delivered where no purchase order has been raised and will therefore
consider the goods and/or services to be “free of charge”.

7.3  Trust staff are reminded that pricing and contractual information of
incumbent suppliers is confidential and deemed to be ‘Commercial in
Confidence’. This must be considered when engaging with suppliers/sales
representatives, especially when discussing rival suppliers and their
products/prices.

8. SAMPLES

8.1  Samples of consumables and devices must not be left with
wards/departments without prior involvement of the Procurement Department.
All samples are to be sent to the Procurement Department for discussion,
evaluation and, where appropriate, referral to the Medical Devices Group for
approval.

8.2  Samples that are non-sterile must be marked as such and staff made
aware.

8.3 If samples are intended for patient use, then they must be clearly
marked as such and are therefore classified as a trial. Unauthorised
distribution and use of samples could contravene scheduled treatment with
potentially serious consequences to patients. An incident form should be
completed if such an instance were to occur.

9. TRIALS AND EVALUATIONS

9.1  Trials of medical equipment, software or loans of medical equipment
without advance involvement with the Procurement and Medical Engineering
Department are strictly prohibited.

The Procurement Department have an internal Trial and Evaluation of Medical
Consumable and Devices process to follow and will support colleagues
through this procedure when trialling and evaluating goods, services or
equipment.

9.2  No medical equipment trial can commence without a valid indemnity
agreement signed by the Assistant Director of Procurement and
Sustainability, Operational Head of Procurement or delegated authorised
personnel.

9.3  Prior to the commencement of a trial, the requesting end user should
consider and record the following:

Trials/evaluations comply with relevant Trust policies.

Ensure there is an end user lead for overseeing the trial.

If training is required prior to trial commencement.
Trials/evaluations are carried out in a fair, controlled and measured
process.
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How the trial/evaluation is to be administered

How the trial/evaluation is to be financed (if applicable)

The duration of the trial/evaluation.

The sample and acceptability of trial and evaluation trial/evaluation

feedback.

e Whether input from technical staff is required (Medical Engineering, IT,
Estates, Clinical Safety, Infection Prevention, Information Governance)

e |f the medical device would deviate away from standardisation of
existing products/Standard List of Medical Devices.

e Implications of any existing commercial agreements (contracts, product

placement agreements, purchasing agreements etc.).

10. TRAINING AND SUPPORT

10.1 Supplier representatives must have an appropriate and agreed training
package available for staff on all consumable/devices entering site, whether
purchased, on a product placement agreement or trial and evaluation basis.

10.2 Training should be organised between staff and the supplier, with
support from the Lead Nurse for Procurement as required/requested.

10.3 Training on the servicing of equipment should be made available to the
Medical Engineering team, as required, prior to a trial/evaluation or purchase.

11. PROCESS FOR MONITORING COMPLIANCE

Failure for staff and supplier representatives to comply with this policy may
result in supplier representatives being asked to leave the Trust site, delays in
initiating trials and evaluations, delays in the procurement of goods, services
and/or equipment, breach in contractual obligations from the Trust to a
supplier and incurring financial and non-financial penalties.

Standard to be Process for Frequency Person Assurance Group
monitored monitoring responsible
Compliance with Staff feedback | Ad hoc Procurement Procurement
policy Department Advisory Group
Compliance with Supplier Ad hoc Procurement Procurement
policy representative Department Advisory Group
adherence.
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12. DUTIES (ROLES AND RESPONSIBILITIES)

Role

Duty

Chief Executive /
Board of Directors

To adhere and promote this policy and other relevant policies highlighted in this
document.

Assistant Director
of Procurement
and Sustainability

Has the delegated responsibility for providing assurance to the Board of Directors
for them to discharge their duties in relation to this Policy.

Medical Devices
Group

To highlight and discuss any concerns with the implementation of this policy.

Trust staff Employees and other workers are responsible for of all applicable procedural
documents as stated within individual job descriptions

All supplier To adhere to this policy when attending the premises or interacting with staff.

representatives
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